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. FOREWORD ' Lo

The occupational analysis project was conducted by The Instructional Materials Laboratory,
Trade and Industrial Education, The Ohio State University in conjunction with the State
Department of Education, Division of Vocational Education pursuant to a grant from the U.S.
Office of Education. .

The Occupational Analysis project was proposed and conducted to train vocational educators
in the techniques of making a comprehensive occupational analysis. Instructors were selected
from Agriculture, Business, Distributive, Home Economics, and Trade and Industrial Education
to gain experience in developing analysis documents for sixty-one different occupations. Repre-
sentatives from Business, Industry, Medicine, and Education were involved with the vocational
instructors in conducting the analysis process. ‘ .

The project was conducted in three phases. Phase one involved thf planning and development
of the project strategies. The analysis process was based on soungf principles of learning and
behavior. Phase two was the identification, selection and orientafjon of all participants. The
. training and workshop sessions constituted the third phase. TwoWeek ‘workshops were held
during which teams of vocational instructors conducted an analysis of the occupations in which
they had employment experience. The instructors were assisted by both occupational consult-
ants and sybject matter specialists. .

t resulted in_producing one hundred two trained vocational instructors capable of
condulting isting in a comprehensive analysis of various occupations. Occupational anal-
ysis data were generated for sixty-one occupations. The analysis inlcuded a statement of the
various tasks performed in each occupation. For each task the following items were identified:
tools and equipment; procedural knowledge; safety knowledge; concepts and skills of mathema:
tics, science and communication needed for successful performance in the occupation. The
analysis data provided a basis for generating instructional materials, course outlines, student
performance objectives, criterion measures, as well as identifying specific supporting skills and
knowledge in the academic subject areas.




w PREFACE

The follow:ng is an- analysis of an information receptionist. |t must be rointed out that the
tasks and duties listed are performed by the majority .of information receptionists. Some ”
| information receptionists will perform all of these duties while others may perform only one

, of the duties depending on the size and policy of the company. The tasks are listed in chrono-
| logical order. :

This bosmon can be an entry ‘level position which can be filled by someone who has completed
a general business program. A cheerful personality is as important to the success of this
position as the technical skills, since he/she is the first company representatwe the public .
meets. 1t is nog intended that this be the basis for a complete program A
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assorted materials, and carrying out any oral -or written instructions of t

- o JOB DESCRIPTION

An information receptionist'is the first company representative who greets visitors in_the-office
face-to-face. The duties of the information receptionist vary according to organizational structure
Such duties include greeting callers, answering questions about the company, sorting and
distributing incoming and outgoing' mail, handling the switchboards, keeping the petty cash, oeing
a hostess or tour guide, taking care of various reservations, reproducing materials, maintaining the
reception area, running-errands, transcribing, filling in temporarily at other work stations, typing
he employer. -
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Handling Visitors / l‘

Greet, identify, and screen visitor

Make visitors feel comfortable

Announce visitor to employee

_Maintain,_ visitor book and issue visitor passes

" Direct visitor to proper office or department
" Answer visitor's questions

Keep calendar of appointments

\
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Duty B

Performing Telephonfe Duties
1 ° Answer incoming calls
2 Maintain télephone directories
3  Place long distance calls and keep log
4  Verify telepkgone t\)ill

!

|

!

!

b




— e i —— ——

U6

Aiord811p Auedwiod Buisn pue Suipesyy
sabessaw a1um Aj@1e4n008 pue AjqIBa) - Bunip
y3wem $31e19u6 183 8210A auoyd 1ueseaid - Buyyeads

o1

$21U0J309)3 Juoyda|3 Buipueisiapun ’
waisAs uoIsuNXd Auedwio) |

{uoneansnu ] 3309180 Mk 9jpury Anpysey
»” [usa2u0))] sauais) pool eag
: {063] uediodus 139} J0}iRD BB

SMOILVIINNIWINOD SW3LSAS HIgWNH — HLIVIN JON3IOS
¥
~
330 ss3jes bumny -
sabessaw Aejas 0) Buipey
ssaquinu duoyd Suisodsuel ) .
Apo91102 saweu Huiniab 0N suonanNsu; 39Aojdwi3 ySnoayy 1nd aq pInoys yea 3 auwalag
uos1ad Guoim 0} (jed Bunnoy {89 jo ssodung 1182 3yl 1094p 0) WOYM 0} auiwNeQ
|
. SHOHH3 $3Nd SNOISIO3A0 )
° \\\
P $19]18D 8184 BPOOS e
pawoyul ,,PloyY,, Uo $13j1ed dad3y - -7 ped sbessayy
. s||ed J9gsuesy $313 QUOYdeIN jPUOSISY
_ way Aejas pue sabessaw auoyd axey $300q suoyd UM03-J0-IN0
- A u0%1ad 1981102 0} $)1€d 133110 $300q oco...@ 12207
- $]1eD PIIUBMUN USIIDS A1012011p Suoyd Ausdwo)
auoyd Jemsuy dn-198 991340 paepuUnIS

GHVZVH — Al13dVS

JOAITMONI IONVWHOL4 HId

: NOdA a31OV S193f80 ~
'STVINILVW ‘LNIWdIND3 ‘S1001 N

© STIVO ONIWOONI HIMSNY

i

'
~

{1N3WILVLS ASVL)




2

-0

$13GWINU JO UOIIEWIIUOD - Bujeads
- $15)) QuoYydaja) Bunm
Al0313921p 2uoydajay Buipeay

i

WaisAs 3p02 ERIe JO SSIUBIEMY
. An991102 sainBy aqese Bulip

fe

SNOILVIINNIWWOD

SW3LSAS HIUWNN — HLIVIN

3JON3IDS

siaquinu jo Buniim aqi6ayl
s1aquinu 6uiso
s1aquinu Guisodsuea )

panss: siaquinu Map

&

21EP JO 1NO I8 SIIQUINU JBYM 3UjuLIdQ
¥

sHOHH3

$3No

SNOIS103Q

$154] JequuInu 3uoyd jeuossad viejuiey

s1s1§ auoydajey patepdn aiedaiy

ajgejieae SUOISUBIX? JO $181| Auedwiad ey

- @)qIssade 151} QNG Pajjea Ajzusnbasy dea)y
‘wiaisAs onaqeydie (RIM Jrtjiwes ag

ajqe|IeA $00q SUOYCIR) 1021203 dadd|

.

ssaquinu pajied Aguanbaiy

ssequinu Asualiswzy

Papasu se $300q JUoYde|al UMOD)-30-IN0
$300Q duoydei® 1807

Ao1danp Auecuo)

AJ010821p 831330 18307

dh-19s 321530 pIspuars

I
QuvZvH — AL3dVS

3903 TMONN--TINVIWHO4HId

A

- «  NOdn Q@31Jv S123r80 ..
'STVIHILVIN LNIWJIND3 'ST00L. ._ i

PR RSN

[N

o
v

Lo

-

S31H0L03410 INOHIZTIL NIVINIVW (I NTW3I .P<.,Pw NSV 1)

o)‘, ‘

-




<SG

Ajeuosiad suoydaiay e Bunasiosd
sanbiuysas auoydajas sadosd aw:m:
Bunum ajeindoe pue 3yqiban
$311039941p Buisny

-

sauoz awn Buipumssepun

WalsAsS 21U0I39(@ JUOYda|I} PUBISIIPUN .

wieIsAs Jaquinu suoydael Buiziinn

- saes asumsip buoy
N -, r

At

i,
ASINOD [RIBUIS)
SHWEE AW Uty sjeD adejd ol BuiAn Uy JerI0Mm JO uonERSNIY

SNOILYIINNWIWOD

Ne. ¥

=

SWILSAS HIOWNN — HLVW JON3ITS R
Jps
1awnu Buoim BulIa . !
auoz awn 3noqe Buniabioy _suonosnssu go>o_nE\w
8jdoad jj0 Bunmin) Acjjod Auedwio ~
adAy Buosm Buioeld auoz suny {182 9y3 3xew 01 USYM UIUINIQ
1189 tawm uosiad Buom Buibieyd 1500 axew o1 |{ed 0 8dA3 auIuLAAQ
SHOH4H3 $3Nd SNOIS123a
. swesbajey eoejy
S|y8d Jojsues )
. ${|E STISIINO el
' . ’ sjieD 22uIeu0d sbueIy
_39)1g0 pue paj|ed Jaquinu - BO| Ul $)1e2 AL sbuisij suoydewsy
sjieo d9eg Boy suoydepy
._wn.,.m:c. quoyde |9l $ed07 . dn-198 32430 PIIPUNIS

P
wh,

R

2

s

- GHVZVH — Al34VS

IDUITMONN JONVIWHOLHId

- -

,,,,,
#

_ 'NOdN @310V $103r80 |
'SIVINLVW ‘INIWAIND3 'S1001 |

S11V0 3ONVISIG ONOT30VId  (IN3W3ILVLS NSVi)




[N

B0) u) 31180 Buspioday
30 %93Y0 ||1q 104 weisAs Buipo
B0] yum (11q auoydaiey Buedwo)

€t

sjewn2ep Jo uonexdniny

$UOI308J} [BUIID9P JO UONIBNYNS PUR UOIPPY
$10QUINU B|0YM ;O UORILIIGNS PUE UOLIPPY

2

sebejuading

$]1e2 UMOP %J841 O3 PIPIJU IJUASISING

$)jed pabbojun ajesoj o1 BuiAny ioxiom 40 uorensniy

3 b £
SNOILYOINNWINOD SW3ILSAS HITGWNN — HLVIN JON310S Mmr/
»
Aseinaseus Buisned siids (aew 1004 o
apeuws s|jed
30 $P10233 ajeundoe dady 01 aInjed 10} PAIUNODIE $||eJ a1y 3234100 9) |iq § uuualag
i
b . H
sHOoHHy3 © 8$3ND SNOISIO3a
uonewoyu) duesip 6uo) 3ty
1vdwAed 104 111G 8Z1I0INY
18103 W4uod Boj ssumsp Buon ’
~ juauniedap Aq sesuadxe esumsip 6uo) aziwael| Hq suoydep s
I11q suoyd 1sutebe Boj aauesip 6uo) HI3MD dn-138 924340 PASPURIS -

Ay

QyVvZvH — AL34VS

3HUITMONY JONVIWHOIH3Id

NOdN 4310V S103r80 ;
'STVIHFLYW “INIWdIND3 .38[

P ; Jihe

7718 INOHA313L ANEIA  (1NIWILVIS NSVL)

o e g




Duty C Disseminate l_nformation
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Typing Various ltems

1 Arrange correspondence

2  Prepare forms

3  Prepare duplicating materials
4  Maintain typewriter




iy e e = o

U0} pUE S10113 10} HIOM IZIINND
Buyyjads pue AJe[ngeIoA
21fio) pue 31N1dNNS [EdKPWLIRID)
11231109 Buisn 513113} AIIM
25U3apuodsasiod peay

SIBQUINL J[OYM YIIM UOISIAIP pue uoien [dinniy
SI3QUINU 3|OYM JO UOIIIEGNS PpUe UONIPPY

.

{ajdoad jo abeust :,._wm_ Asgngesoa aendosdde asn
35uapuodsaiiod YIIM UCHIOE NBANOK
{uonuany] Ajdwo:d Ajdey

PR

>

.

,F $3INd
r 3

v

.

SNOISID3a , v
a5uapuodsaliod JIIMSUP pue peayy
spJed 13puyy ssaippe asedald
$3.N$0JoUd Yoey

$300J3AUD $53IPPY

w0} 13ded 1932102 asN
SU01333110D 1e3u MNeWw

: .peasyooig
suoqued pue $1a013| adA |

QUvZVH - A134VS

S9N pue s9jAlS 1N18) 10318G

— -
SNOILYIINNKWOD SINILSAS HIAWNN — HLIVYW JONIIDS
- ¥
; i ;
!
}
oucmm:o.amo:ou
S 10162 PIIINIPUN ! paAanuod Buiaq uoijeusiojut o adAy ayy w pies aq o1 st jeym auunaQg
} - . AJessadau R
UOIIEWIOUL 1D92J00U | fu:wm B6uiaqg st 3JUapuods3110d WOYM 0] ajuapuodsali0d jo adAl aulwidiag
._.

sayddns buidAy piepusis
dn-198 321330 piepunlg

[~

Vo]

3DUITMENY JONVINHOLH I

)

" NOdNt 03120V S103raC
SIVIHILVIL "INIWGIND3 ‘ST00L

3ON3IANOJSIHHOD FONVHHEY (I NJWILVLS MSVi)

"

-

.
s~ | .




Ay

r
e 107

i Aseuonoip buisn
sSu0NDRJIP BuIMmo}|04

w0} 31994409 Buisooy) -
SUONINMSU) BuLIBYdIBQ ..

$|RWIS9P jO 3N
UOISIAIP ‘UonIEDNENR INW ‘UoNJeNGNS ‘UCRIPPY
~wIsAs bursaquinu 3po)

. (Bur19p 10 ;BIUINDES) Bui| Jequnu
ay3 uo s136aUL pue sJequinu jeuone:s uonieunxosdde AQ 8jed0n

sydesb Jo/pue ‘s3ige) ‘s1ueyd Sunasdanus pue Buipeay

SNOILVIINNWIWOD

SW3LSAS H3ITGWNN — HLIVIN

.

2y

w0} Suosm 3O 35Ny
uonewWIoUt BudIpp
P3isInN

$10413 PAIIRNAPUN

1u3s Butaq S| UONBLLIOJUI WOYM O}

N

uonewsojut Jo 3dAY

uonewuojul o asoding W0 1334300 3500YD

SHOHY3

$3aNd . SNOISI103C

Adod 321440 34

w0} Npadxy
$00d0jaAUD $SAIPPY

- SUONIDBII0D INEW
' . ’ uoneutiojut AJLSA
' ApRo2110d SWi0) ¥dA Y

uuoy aeudosdde SN

suopinnbey

$39P10 MWIUngG

$aN0oAU}

s8yddns SuidAy psepuns
dn-198 93110 pAAPUNS

auv2vH - AL34VS

”

JOUITMONA JONVINHO3H3d

‘NOdN @312V S133r80

+

‘STVIHILVIN ‘LNIWJIND3 ‘ST100L l_

SWHOJ 3uVd3Hd (I NIWILVLS NSV1L)

S D




uonewsojus adAL

SUOHONISUY (R0 PUR UILILIM SA19I9YH YiBua| 0 rainsedy

SNOLLVIINNWINOD ’ SW31SAS HITWNN — HIVW JON3OS

1800

spiem>joeq Jaisew onp SuidAy
$10143 PAIINIPUN

wawdinba §O 5N JUBIDIHBUY

* ys0m Addols

suoitonisu #eAojdw3y
uonNIHUOD 104 B|IRAB SLEY
‘pepeau Awuenp

|ersa1ews o adAy pue esoding

159G st anbiuyse) YAYM aulWiaQ

SHOHH3

$1nd apeiq J0ZeH

- s3NO

SNOISIO3a

BuidAs 104 JR1IMBdAL 9iedaiy
SJ913EW 198340 108410)
j[ewiBii0 10 191sBUI 398340 adAL
'|1ouas 1994100+

1ouass adAy

onIp 31981100

onp adAy

spouad BujONPOIdIUON

200010 308330

°Wpeq 08

uonIBLOH

spouns

sinsopy

sey1ddns BuydA pIspunis
dn-188 801140 paspums .

AyvzZvH — Al13d4VS

JOAITMONN FONVINHOIHId

NOdN @310V S1id3r8o

‘STVIYILVIN "INFWdIND3 'ST00L

IVIH3LVIN ONILVOIND Juvdabd  (1NIWILVLS MNSVL)

-




s,

SuUOHIRAP _a:cn...r Buipeay)
SURYIIL J18des OF 3|80 - Buiyeedg

oz ' -

-

sued Jo uonesado yim Jetjiure} 3g

y <
SNOILVIINNIWNOD SW31SAS HIOWNAN — HLVIW + JONIIIS
£
$p102 1an0 Buiddu g usyo.g JuBYILL 2180 (18D O3 LIYM sutLLIneg
$pJ02 40 sBn|d paArsj ‘UIOM uonesado 1004 AUIYoetl ULR|D O} UIYM UL
IuIydRW L) 1JOYS (8341199} qol J0 adA) - 3dAy goo._\\ uoqqu abueys 03 USYM ANULA3Q
SHOUYY3 S3N2 SNOISI230 ;
s - ; ~ ) RDUSW SIMARIA L
, 1 s SUOQQLE JNAMBAAL
A mumedA sng sbey
PaPaIaU USYM DtUBYISLY Jeddl |[eD piny ue‘_...“ocuw
. sJieq adAy ues .
' “H.nn: ou...._n.."w sajddns BuidAl piespues
, An-188 831)40 PAPUNLS

L QHVZVH — AL34VS

3903 TMONM IDINVINHO4HId

-

NOdN G310V S103rdo

30

b
'

m.—<.mm._.<s_ ‘1IN3IWJIND3 w.._OO._.Il_

HILIHMIdAL NIVLINIVIN a.—.zms_m._.<hw !ﬂ(.—.—




Processing Mail

1 Process incoming mail
' 2  Process outgoing mail
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Duty F

—

‘ T AN
Accounting for Petty Cash ™\
AN

R ~

1 Accounting for petty cash
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Duty G “Making Reservations _

Keep up to date schedule books

Make and confirm travel reservations
Make and confirm rental car arrangements
Make and confirm hotel reservations
Make and plan luncheons

Arrange private transportation
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Being a Hostess .-

HWN -

Maintain reception area
Serve refreshments
Conduct tours

Run errands

33
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Duty ] Reproducing Materials on Photocopy Equipment

1 Maintain and operate photocopy equipment
2 Collate reproduced materials
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Machine Transcribing

~

1 Operate transcribing equipment  ~ * ° !
2 Prepare transcribed materials for mailability

41




sijeq 03 bujuaisin
jenusw Jaqisuess Buipesy

UYMW M AJUNIssuy -
qof \pM wopesog
- 201838d0 O UOHIRIISIUS

- SNOILVIINAWWOD

SW31SAS HITWAN — HLIVW

JON3IOS

~ wepioe Aq [eumew Busesy

v
ajesedo 03 Aujigeu) .

31npadosd jo uonedtdde ;s paydug

sgouu3

S3and

SNOISID3a

P

..oa_,:a:mb 21839d0
Anuaid) 330 JaqiIues 91919do 0} used]
jenuRL JUNPRW PEIY

sjeunew BuiqLIsURI PUB J8QLIdSURI Y
77 dn-198 821540 prspunlg

o
AN

R

GyvZvH — Al134VS

M

39U3TMONN IFONVINHOJHIAd

NOdN Q312V S193r80

t

‘STIVIHILVIN ‘LN3WHIND3 .m._oEI._

—t

ANIWdIND3 ONIGIHOSNYHL 31vH3d0  (LNIW3ILVLS MNSVL)

-

t




sabessaws uaum BurAeey
{uanm]

di|s X8puy aUIYSEW WOS) SUONIAIIP P3POJ Buipesy

uonemoaund pue ‘Bujjads ‘abesn ysybuz 1902100 buisny

ey

qof Yiim Uoi1oe)s1es $,88A0(chuT

. '(49923) 103832P JO ALINIGSUY 1001044

{063) suqey Suie1np jo awascidw Sunsebng Ajnpde;,
suqey buneidip poob Jo JuaeojuIRY

<t

1019121 WO} SUCKONNISUI Youdiatu]

SNOILVIINNWINOD SW3LSAS HIUWNN — HIYWN © 30N30S-
™ ! P
< b ? .
»
jerya1ew fugiasdinuisiyg .
1uapiooe Aq 11oq Buisesy -
UOITBWLIOJU} 10310 | . .
{e1018W Assaty 2inpasoad 30 uonesidde - pajdus) .
sHOHYH3 g . 83N) SNOISI123a
. [eudIEW Peasjooiy
|elsa1ew a1enidunyg
- SRty . sooapurs Aiesom 4009
[eIRPI PRIEIOIP MIADY sewwest ‘A10190a1p apod diz ‘AISUONIDIP - S|RLAITW DU
jeusiew punosBxoeg
SUOIIDRII0D INEW -
- s#yjddns BuidAy pispumig
SqusueLL wawdinbe Buiquasuesy
. suuo) s1eudosdde osn dnae8 921440 plepunS

‘QHVZVH — AlL34VS

. 3903 TMONN 3DNVWHO4H3d

4 - NOdN @310Vv°S103r80
‘SIVIHILVW ‘ANIWGIND3 ‘ST001L

”

A —
ALITIEVIHVYW.HOL TVIHILVYN G381HOSNVHL 34Vvd3ld, {(IN3W3LVLS NSvi)




STANDARD OFFICE SUPPLIES

\

The phrase "Standard Office Set-up’ is used under each task hsted m the column entltled

“Tools, Eqmpment Materials and Objects Acted Upon”

The standard off;ce set-up mcludes.
Desk ‘
Chair -
Waiting room
List of visitors expected
Telephone, telephone message' pad
Typewriter and supplles
Pens
Papers

The phrase “Standard Typing Supplies” is also used quite frequently in the column ent|tled

“Tools, Equipment, Materials and Objects Acted Upon”

The standard typing supplies irclude: ’ ,
Letterheads
Second sheets
Inter-office memos
Envelopes
Labels

\
Carbon paper
\ Forms
. Typing eraser

. Correcto-type
Pencil eraser
Shield
Chalk

&

*




